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1 April 198!

PRODUCTION DIVISION

CAREER-DEVELOPMENT PLAN

A. PURPOSE

To ensure that Production Division, Office of Data Processing

(PD/ODP), has the proper mix of skilled employees ‘to carry ont
its mission and functions. .

e

B. POLICY

This plan and its implementation conform to ODP's basic per:on-
nel policy. Simply stated, this policy provides each indiv:dual
with equal and reasonahle opportunity for emplovment and cacer
advancement, consistent with the individual's abilitics and ver-
formance, and the needs of the Agency, without regard to ravco,
color, religion, sex, age, national origin, or handicap. P o-
motions and assignments are made on a compctitive basecs. P
will continue its tradition of prdoviding developmental oppor-
tunities and support to employees who demonstrate potential and
drive for assignments with greater responsibility.

C. REQUIREMENTS

Production Division (PD) is responsible {or managing produc:ion
applications and data base management systems (GIMS) proces.ed
by computers, and ensures that major data-processing secrvi.uces
are provided in support of Agency components and the Inte:l.-
gence Community. PD provides services ranging from data eniry
to a finished product (report), as well as the near real-t i
Automated Message Processing System (AMPS) that suppor s ¢ 1«

traffic. 1In addition, PD mans the Data Base Control Centior (DTl

on a 24-hour, 7-day basis to previde continuous cnline deta base
services to users.

To fulfill its mission and provide this variety of services
requires a stalf of clerical, technical, and professional o-
ployees with a mix of skills and experience. PD has a conm eo-
ment. | | rangin 0 from GS5-04 to Co-%'
ovgariced tumot ool oty so thyoe Srwovtdio. noen P .

its distinct wnd vital mission znd tne skills uniqgue 1o tlho: per-
formance of its mission. Sece organization chart, Attachmen /.
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1. Production Control Branch (PCB}

PCB's responsibilities are to maintain, schedule, and process
batch applications that have been submitted to PD. Major
applications that PCB is responsible for include the Agcncy's
Automatic Payroll System (AP35}, General Accounting System ((AS),
Personnel System (PERSIGN), and Automated Message-Processing
System (AMPS). PCB is organized into tweo sections, Report
Printing and Distribution (RP§DS), and Application Processirg
(APS), each with unique staffing requirements.

a. Report Printing and Distribution Scction (RP&DS)

RP§DS, with a staff [ Jranging in grades f{ron (¢ 0§ STAT
to GS-09, is responsible for printing and distributing

computer hardcopy output. The current device used is a

Xerox 9700 Computer Printer. Prior experience is urncces-

sary for a RPGDS entrv position; cxtensive on-the-jcb

training is provided new emplioyces. The work requires

long hours of standing and some lifting of heavy boxes con-
taining paper and printer supplies. Some overtine vo:rk 1is
requirec

b. Applications Processing section (APS)

APS has two majior rcsponsibhiiities: (1) scheduling and

processing batch applicaticons; (2) managing and maintsining

ODP's Centralizced Library Svitem (CLS). APS has a st: {f
STAT of | | in grades {rom GS-07 through GS-13.

The scheduling and processing of batch applicaticns i
STAT handled by[__Jrroduction Control Specialists. intry-
level requirements for these positions require & gocd und
standing of 0OS/MVS Job Control Language, the VM/CMS Inter
active System, and its edit and batch facilities, and MVS
Good oral and written communications skills are des:r..bl
interfacing with customers and reporting problems.

er-
/JES
for

e

¢. Centralized Library System (CLS)

CLS functions require a (GS-12 Library Administrator and a
GS-07 Librarian. The Administrator's position requ:res
expert knowledge of 0S/MVS Job Control Language and u-ilities
a good understanding of VM/C{S, and basic knowledge o &«
high-level programming language, preferable PL/I. Th. CLS
Administrator also must be able to develop expert ski'ls 1in
the use of PANVALFT.PANEXTC Tacilities and variouns ¢onilers

11 PR : v g e -
PR S L [y - B T I )

_2-

Approvet For Release 2005/08/22 : CIA-RDP83T00573R000200090029-3



STAT

STAT

Approved For Release 2005/08/22 : CIA-RDP83T00573R000200090029-3

The librarian position entryv-level requirements calls
for no IDP skills; however, & good understanding of
clerical plucedurcc ana records keeping would be helpful.
The librarian is trained in the required EDP skills to serve
as a functional backupr for th- CLS Administrator.

2. Date Base lManaue: ' _Branch ({DEMB]

DBMB*s responsibility is to provide a reliable operating environ-
ment {or the Agency's (eneralized Information Management fystem
{(GIMS) dxta bases. 1t also provides data basc managemert. proces-
sing, and control to ensure the integrity of all GIMS dste bases.
DBMB has a staff of] | in grades from GS-05 to (5-13,

The Branch is organized into two sections, the Data Fase (ontrol
Center (DBCC) and the Data Base svstems Section (DBsSS).

a. Data Base Control Center

DBCC has a stafi of [ Jpata Base Specialists, assignecd

to four rotating teams for operating the ODP-supportcu

GIM systems, ensuring system and data integrity, sccur:ty,
and the restoration of service in case of system or cata Liase
failure. GIMS data bases provide infermation to all /. :rcy
directorates and to the Intelligence Community. The

DBCC is also responsible for ull production processirg
involving GIMS online data bases. Major examples of
applications related to this processing are the COMIERL
Automated Management Systems (CAMS) and the Human Resources
System (HRS2).

ADP experience is not mandatory for DRCC entry-level
positions, but a background in the use of ODP svstems, data
bases, or computer operations is helpful and prefcrred
Intensive on-the-job training is provided new employees
durlng the flTQt 0 months. This includes formal train:ng
in GIMS, JCL, VM/370 time-sharing and batch capabilitics as
well as other courses necessary for the DBCC operaticn.

b. Data Base Svstem Section (DBSS)

DBSS is responsible for previlding a stable environment for

the operation of the GIM systems, schedules and contro.s all
changes that may affect the GIM systems. DBSS persornel test
and install all new GIMS softvare hefore it is used {o: rro-
duction systems. They also write and maintain stand:esc-
operating procedures used in DBCC, install new GIMS cu-a bascs
developed by Applications Divislion, issue and maintain pass-
words for all GIM svstems, troubleshoct problems, anc jrovide
24-hour, on-call service to eansure that system downtine is
minimized.

-3
Approved For Release 2005/08/22 : CIA-RDP83T00573R000200090029-3



Approved For Release 2005/08/22 : CIA-RDP83T00573R000200090029-3

DBSS has a staff | | (GS-11 and
GS-125) who have exverience ard extensive training in
data base munagement.  Hombers of this section must have

an cxcellent knowledge of Job Control Lanugage and systan
utilities, a working knowledge of computer operating
systems (MVS/JES3 and VM/370 batch facilities), and of
data base management systems. Because the computer net-
work providing support to the GIM systems is so sophisti-
cated, experience in at least two of these areas is s
minimum requirement for entry to this section,

DBSS has two Production Control ‘Specialists. One
Specialist, a G5-09, is reszponsible for coordinating

and processing computer production submitted to the DRCT;
the other, a GS-07, muns the ODP Trouble Desk. The
~Treuble Desk is a service provided to the users oi 0DP
systems for reporting terminal problems, and obtaining
system status and general assistance.

3. Qgta anversion ngpch {(NCRY

DCB pre s>vides daeta-centyy and verification services for

COP users,

STAT

and is responsible for applications processed on an 1B8M 260/20
computer. 1t has a staff [ onging in grades frowm G3-04 toQTAT
GS-11. The Branch is functionally organized into twe sections,
the Processing Section and the Duta-Entry Sectilon.

a. Processing Scction.

The Processing Section, with a staff [ 1 GS-C5 to STAT

GS-09, 1is responsible for the operation of the IBM 360/20

and special handling, and courier service for work processed

for the 0Office of Finance. This staff has a strorng back-
ground in computer operations, tape handling, and a2 basic
understanding of OS/MVS Job Lo trol Lancuage.

b. Data-Entry Section

The Data-Entry Secticn operates in three locations, one in
Key Building, and two in licadguarters. Data-Entry pesitions

range from GS-04 to GS-07. Previous experience with dzta-

entry equipment is helpful but not required; fast, accurate

typing skills are required, at least at the level of tte
Agency's typist standards. The position of Data-Entry

Systems Administrator also requires a thorough undcrstend-
ing of the principles of operation for the Four Phase ley-

to-Disk systems used for doata entry, and a high level cof
skill in its programming language, '

- 4 -
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. PLAN TC SATISEY REQUT REMENTS

1. Acquisition

Production has traditionally soupht entrv-lievel personnel from
ODP's Processing Divisions. Personnel with basic skills 'n com-
puter operations and the use of oCL and the VM/370 svsten are
good candidates. Recommended training for entry into PCE or
DBMB is the 0ODP training for EDP carecerist course (TeECy . 1f
prospective employees do not have sufficient training, it s
provided on their cntry-on-duty.

Since entry-level positions into DCB and RPEDS require no pre-
vious data-processing skills, PD makes usc of emplovees tiansfer-
ring from other offices as well #s new empleyees who enter-on-
duty. DCB is always on the lookout for qualified typists who
have a desire to become acquainted with the world of data nroc-
essing.

2. Indoctrinatioq

PD introduces new cmployees to all Branches, to give thexr un
understanding of the type of work that is done in the Division.
New employees arec briefed on the‘mission and function of each
Branch, given a description of the grade structure and reguire-
ments for entry-level positions, and briefed in PD policies on
leave, training, and carcer development. In addition, now em-
ployees are introduced to the ODP Personnel Handbaol and are
scheduled for the ODP Orientation program.

3, Training

PD frequently uses GDP's training facilities, seclf-study or
classroom, providing employees with the time necessary tn -~om-
plete any course offered by ODP Training Staff. Internal ADP
courses are considered career enhancing and are scheduled ~hether
they apply directly te an employees's current position or .o0-.
Non-PCS employees are encouraged to complete the Trainins for
EDP Careerist (TEC) Courses. TEC is a 9-week training proram
that teaches such topics as Job Control Language  (JCL) anad basic
through intermediate PL/I. All PCS's are required to taka THC.
DBMB requires employees to take various GIM II courses Telrted
to their work. Production Division has prepared its own w-.rsion
of the Office's Perscnnel-Develecpment Program. This docica nt
identifies the training required for various PD assipgnment:
and is used in the preparation of the annual training plax See
the attached Professional Developuent Program for snecif c train-
ing requircments for job assignments amd grade levels.
(Attachment 4).

[
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One particular course Production personnel are encouraged 'o
enroll in is IBM's '"Data Processing Operations Management.'
This course focuses on problems of an ADP production shop «nd
introduces the students to various management theories ard
practices that may help in problem resolution.

E. SKILL ASSESSMENTS

Division employees skill levels are accessed annually via the
Agency's Performance Appraisal Report (PAR). DAR is 2 reflec-
tion of the supervisor's perception of the employee's rcadiness
for advancement, performance, and progress toward goals fcr the
?revious year, as stated in the employee's Advanced Work Plan
AWP) .

The Supervisor's comments play an important role in Processing's
competitive ranking process. Processing annually ranks all per-
sonnel by grade; promotion rccommendations are made in part from
the ranking process.

F. EMPLOYLE COUNSELING

Counseling is available to any emplovee at any time. ZImplec-ee
counseling for carecer development is available to all emplevees
from the following:

Within ODP:

Immediate supervisor :
Branch Chief (if applicable)
Division or Staff Chief

MZ Board representative

ODP Carecr-Development Officer
ODP Personnel Officer

Deputy Director oi 0ODP

Within DDA:

Career Management Office with the Office of th~ HDA.

Elsewhcre in the Agency:

Directorate (Counselors
OMS Psychological Services Staff
EEO and CGrievance Counseloers

The Office of Personrel has course nis ncsicntd to eu-:

Direcrors iex re

-6-
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pesitions are availahle throughout the Agency, and also pro
vide advice and guidance on how to apply for various positions
throughout the Agency. The 0ffice of Mcdical Services (OMS:
Psychological Services Staff is available for counseling on
career development and administers a series of tests that cin
identify employee skills and abilities.

Equal-Employment Opportunity and Grievance counselors zre
available throughout the Agency. The ODP Executive Officer is
both the ODP ELO and Grievance Officers. Imployees are not re-
quired to deal with their component EEQ Ofiicer on an BEUEQ mitter,
but must deal with the\ODP Grievance Officer on grievance mitters.

Counseling must not be confused with grievance processing, i1lthough

the channels for cach are similar. The point to be made in coun-
seling is that it is at either the employec's or supecrvisor s
option, according to need. Informal counsel, advice, guiilaice,

tutelage, and cxchange of views should occur on a day-to-da- basis.
Formal counsel is a necessary part of advanced work plannin:, per-
formance reviews, and carecr-planning performance reviews. ind
career planning, and should be at least 2-3 times per vear. The
employee has cvery right to expect the supervisor to provuid: posi-
tive comment on his carecr development, to frankly appraisc pro-
motion possibilities, and to provide both positive and neza:zive
current fecdback. In special cases where performance 1s no:
satisfactory, special sessions may be arvangcd to determine and
solve problems, if possible. Such special sessions will be re-
corded and discussed with the employee.

G. PLACEMENT/ASSIGNMENT

Job assignments within the Division's various Branches an'l
Sections are macde based on the supervisor's perception o! tae
individual employee's ability to perform at a certain skill
level. The employee's skill type and level, coupled with h:s
growth expectations usually is the determining factor. ’

Reassignments within the Division (from Branch to Branch) are

handled by the Division Chief after consultation with tie
Branch Chiefs and the employce.

H. CAREER PATHS

Attachment B to this document is a matrix comprised of the
various positions (jobs) within the Division, and positions to
which personnel has actually transferred. As 1llustrated, 1
job within PD can prepare employees for positions in many
different arecas of Data Processing.
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I. ROLE OF SUPERVISOR

Production Division supervisors are the focal point for tho
Performance Appraisal Reports (PAR), assessment of employee
potential, and employce counseling. Supervisors are prepare!l
for these vital tasks through the training prescribed in th=»
Division PDP. This training includes such topics as "Effective
Writing," '"Leadership Styles and Behavior,'" and "Employce <om-
seling Skills.'" The Division also subscribes to various man:ge-
ment-oriented papers that arc distributed regularly to all
supervisors.

To provide a check and balance for employec-supervisor rela-
tions, the Division Chief and 3ll the Branch Chiefs emplov a-
"open-door" policy. Any cmployee may, ot any time, approach
any one of thesc neople on anv tonic., Thiiis policy has Yoo
very helpful in bringing most prohlems to an eauitable resoliticon.

The Division Chief is the Division representative on the
Processing Career Panel. He solicits his input to the Pan:zl
from his Branch Chiefs.

8
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ATTACHMENT A

PERSONNEL DEVELOPMENT PROGRAM
PRODUCTION DIVISICN /0ODP

DEVELOPMENTAL PROFILE Ny
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PRODUCTION DIVISION

Production Control Branch

GS-05 and 06

GS-07 thru 09

GS-10 and 11

GS-12 and 13

Assignment

Training Assignment

Training Assignment

Training Assigrnment

Training

Introducticen Peripher
to EDP Equip. Oper

Employee
Pev, for
Office
Workers

GIM II User
Language

CIA Today Proc. Cont.
& Tomorrow Spec. Auto

Admin. Dir.Peripheral

Review Equip. Oper
Trends §& Supervisor
Highlights

GIM II

User Lang.

Introduction
to Microgra-
phics

Computer
Output Micro
film

TEC A

Job Control
Language

Science of
Personal Suc.
(self-study)

Fudamentals
of Supervision
& Mgmt.

Adv.Systems Computer
Software Technician
Course

Advance JCL Prod. Cont.

Spec. Auto
Leadership
Styles &
Behavior

Project
Mgmt .

Project
Implement.

Introduc.
to Micro-
graphics

Science of

Personal

Success
(self-study)

Writing
Better

Repasts

Guide/Share
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Short Tech.Computor
Cour/ Spec.Chi,
Seminars

Mid-Carecer Computer
Specialist

EEO Seminar

Guide/Share

Mgmt. by
Objectives

Intelligence
Briefing

Proiect
Management

Effective
Writing

Fund. of
Supv. § Mgmt.
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Data Base Management Branch

GS-07 thru 09

" GS-10 and 11

GS-12 and 13

Intermediate M
Script

Writing Better
Reports

CIA Today &
Tomorrow

Trends §
{ighlights

Master Term. nci
Cperator

b=

Basic PL/
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Data Processing
Operation Mgmt.

Management by
Objectives

Short Technical
Courses

Mgmt. Communication
Systems & Networks

Leadership Skiils
§ Behavior

Ifective VWriting
ri

Data Base

Training Assignment Training Assignment Training Assignment
GIM II User Data Base GIM II Diction- Data Base Data Base Data Base
Language Specialist aries Spec. Design & Systems
Administra-  Specialist,
: tion ’ "Chief
‘GIM II Prod,Control GIM II Procedures
Utilities Snecialist Project Mgmt. Data Base
Auto Intermediate Svstems
Data Base JCL Information Specialist
Concepts § Dsasign System
Intermediate Planning
Basic JCL VM
Basic VM Fund. of Super. Data Security
& Mgmt.- Design §
Intermediate JOL Control

Mid Career
Advanced

Intelligence
Seminar

EEO Supvs.

Technical
Writing Course

Career
Counseling

Proiect
Implementation

Short Tech.

Courses
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PRCDUCTICN DIVISION
Data Conversion Branch

'G5-04 and 05 GS-06 and 07 GS-08 and 09 GS-10 thru 12
Training Assignment Training Assignment Training Assignment Training Assignmen:
} Data IA Today Data Tran- Version 3 Systen Jata Entry
) Transcriber § Tomorrow scriber Sup. Formatting Manager Management
Introzadue- ) Course Sourse
tion i~ IDPY
; Computer Fund. of Computer Effective Data Entry Branch
Cperator Sup.&Mgmt Oper. Sup. Writing §° Management Chief
Briefing annual Conf.
GIM or Mgmt. for Writing Carcer
Ter.’ Equality of Reports Cuunseling
Ope. Opportunity
Dat- : Admin.Dir- Technical Guide/Share
Oper ectorate Writing Meetings
Cour Review . Course
Int - o rends § Project Im- Management by
Syst. Highlights plementation Chjectives
DATA IV/70 Project Mgmt. Management
Emp” Supervisor Communication
Dev: Training
Off s Course Data Entry Effective
Mgmt. Course Writing §
Orie; Career Briefing
for Counseling Data Entry
Emp ! Course Mgmt.Annual Writing
nierence fetter Dpts,
DA’ Leedership  Zomputer
Su j Styies & Jperator Techaical
’ Lotiav i rriting
A" N ! Tourse
Sus T basic VM
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